' APPLICATION FOR RECORDS RETENTION SCHEDULE pOFFICE OF THE SECRETARY OF STATE

e - e RECORDS MANAGEMENT DIVISION

INSTRUCTIONS: See Pubhauon No. 78—=!M-1 for mstructrons on comptetmg this form. Forward signed original to
Department of Archives and I-hstory, Reoords Management Division, 3:30 Capitol Avenue, Atlanta, Georgia, 30334,
Attention: Scheduling Sccnon

FOR AGENCY USE .' Agency Address ! FOR RECORDS MANAGEMENT USE
Application Date Georgla Department of Human Resources Appiication Numbaer ®
Division of Mental Health and Mental 7o-300
—— Retardation = Room 530-H :
Application Numbaer y ¥
e 47 Trinity Avenue, S. W. Data Received Date Comoleted
o - fa- 'Maf - b gor ox |SEP -2 1976 ISEP 2 4. 1976
2. Person to Contact Working Title Telephone Number
Charles G. Braden : Division RMO 656-4908 |
r _
3. Action Bmuemd ; .
3. £ Estabush Retantion Schadule; record will continue to accumulate, AGENCY-WIDE
b. O Dispose of present accumulation; no further accumulation anticipated. -
¢. O Amend Application No. Check One: O Change; (I Supercede; O Void N
4. Dates of Series 5. Records Serias Title (followed by title umd in office; if diffsrent)
Earliest Latast '
1970 fo date Token Economy Program Treatment and Unit Summary Statistical Files
8. Division and Office Functiori - - What is the function of the Division and the Offica in which this record series is ia"eateii?

e e

"The Division of Mental Health and Mental Retardation administers the programs for mental
health; mental retardation, and other developmental disabilities; alcohol and drug abuse;
and training and vesearch, This Division is alsc concerned with community mental health,
and administration of the State mental hospitals; and rehabilitation and retardation
centers State-wide. i '

The State Regional Hospitals/Institutions and Medical Centers have the responsibility to
provide mental health services for the people in its geographic area of responsibility;
to conduct training and education for persons im various mental health disciplines; and
to carry out research with the objective of determining the causes and possible causes of
mental 11lnéss.~ : ' '

LY ~ 7 - 7._.\ —

7. Record Series Description Thu hlc contains ?he followmg documant; (mclude farm numbersand mles :f any} S
7o Attach samiples of the file, < Li ceoTHl

Documents relating to: treating patients in the Token Economy Program.to effect behavior changes.
Included are: unnumbered forms (Entry/Re-entry) which shows patient's name and Soéial Se-
curity number, date, code, whether new patient or readmission, week covered by report,
4;faﬁd where applicable total tokens earned and spent; " (five, pages--copy of gard carried
© by the patietit) which shows & daily record of patient}s ‘behavior pattern, ‘such as neat-

* hess of his room,’ personal grooming relatlonship with staff and/or other residents,
spending record (tokens) and earnings and charges’' on tréatmeént plans (behavior patterns)
for given week; and two computer printouts; (1) shows the weekly summary of the be- '
havior pattern of the individual, resident by name, Social Security number,-and code;

(2) shows in summary the weekly behavior patterns for all patients assigned to a parti-
cular unit and code; both printouts show applicable information as to tokems earned by
acceptable behavior patterns, tokens spent, cumulative totals of tokens earned and spent,

negative spending and inappropriate behavior.
File is arranged: alphabetically by Unit; thereunder chronologically by week; thereunder by

patient Social Security Number or number assigned by Institution Clmical Records Dept.

8. Monthly Refarence Rata How often are records refarred to wh:ch are:
One to six months oid ; Seven to twelve months old irteen to twenty-f ! * ;
twenty-five months and older ____* 7 *infreguent reference, T‘fmt e O S R R Y —————

treatment_recqumendation and for 1ega1 purposes,

9, Annual Ratl of Accu Enon of Rleords X
. Lettar-size drawers ; Legalsize drawers

(Atlanta Reglona 1) - Other (soecity)

; Shelves

AR-80—71; Rev. 78 — (Over)
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YES | NO | 10. Questionnaire  {Place an "X" in the proper column)
' a. s this the official copy of the series?

X 7 i not. where is it?_ at Institution Training, Research & Evaluation Unit
s the sarigs contai 'nfidenti information requiring security handlin If cite law or regulation.
X %% gb Cor;%i?aentia ity o rr? gat:l.%nt grecor s = Ga Hevoff:h Code =4
X e Is thasavml record?
X d. Does this series have hrstonoalorlongtermreseardr value? rgﬁexegg and legal purposes

6. When one or two decuments in the file make it necessary to keep the entira file for a long period, could thesa
X

documents be scheduled separately?
1 X fLJsmMWMMMMMMmW oo

- 9. _lsthc ’hformauon contained in this series ever analyzed andlor recorded ina summanzed report?
If ves, attach coov, OO -

h. ls there a duplication of this series in your offiee. or In another bfﬁea or agencv?

X If vas whers? _ Unit to which Patient assigned at the Institution
X i._|s this saries (or  major portion of it) reqularly microfilmed?
X | 1 i Doesthe record series result in a comouter printout?
11. Retention Requirements The following requiras the saries to be kept:
a. State Law - TR _yesrs. d. Audit period . years.
b. Statute of limitation - - years. * o. Administrative need : 35 years.
g. Federal law years, : £, Faderal r?untion instructions o Y@ALS,
- - Attach copy or excert of laws or regulations. Explain administrative need. At oo an P a- B
* same retention as medical charts - needed for treatment recommendations and for legal
_pprposee_ . » S
STinn s ""_': CExTesxe Dorocriolens E < T e o Tl
12. Approved Dlspesit:on lnmuet:oni *This agencv recommends that tha file series be cut off at the end of each
o e - Calendar Yesr: O Fiscal Year;BX Other S —then,

O Hald in_the current flles area
°g Traﬂsfar to local hold?ng area. hold
a Traru‘fer o Statl Recdrds Canter hold

month(s)_._..._._.._vear(s) ther_l
_year(s);then 7 o
Vear{sl then o
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1 De l'UV ..... oI - :)_:r IR z 3
‘a TransfertoStau "Archives fot permanent rotennon SornoimE oLy A ﬂ

Forms (Entry-Re-entry) (Daily Record of Pat:_ent s Behavior Pattern) and (Weekly Token Record)
Cut off weekly, hold in current files area one mOnth then destroy,

ey .. -~ . P T . - RN
- e m DT e a K -
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_-_---..—-----——-:E'r."'ntouts (Receive‘i weEkly) :'. '- :.-‘f dotee Do reeen g ’D S _ R e 3l
e~ Institution Training Officé s - 2 - ° '; g on i T < 7 *:‘ ;

Cut o‘ff file at the end of éach calendar yeaf, hold :i.n eu‘rrent files area 2 years
transfer to local hold:i.ng area, hold 5 years, transfer to State Records Center,

o rf i hold 28 years then destroy. . P P e
-’Unit copy. . ez ot S o B P S T el R S
¢ 2 Destroy when patient is® transferred from Unit. R R N

t
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~These mstructions apply to ali prior and future aceumulat'ons of the saries, - .
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_&gem:y I-Iud!Dwgnu (Sggrraturo} Date - Reeordl Munagement Oﬂieer (Srgnature} g . e Date.
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_ . : te Records commr .
Recommendations in para- : ‘/\
graph 12 are approved. - - | - State Auﬂtor/Desrgnee ) =

(Signature) Date_

(If disapproved; attach letter ~
of explanation.) Secrat#ﬁ%ate/ Designee

Attorney General/Designee/

m il ful
AR-50—-71. Rev. 76 ! {(Asversa Side




